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Introduction to the BridgeInspectTM Collector 

The BridgeInspectTM Collector 5.0 is an easy to use software package designed to assist bridge inspectors with 

completing and submitting reports for approval. Inspectors are able to generate a complete, standard report that is 

concise and readily available on command. With countless options available through the software (e.g., multiple 

picture uploads), the inspection reports will be more accurate, thorough, reliable, and readily available. This software 

allows inspectors to start and even complete inspection reports while in the field using a laptop/tablet computer. 

Inspectors can also use the application at their desks to review, revise, or submit reports for review. Overall, the 

inspection process is easier, more efficient, and very effective for all personnel responsible for inspecting and 

managing bridges. 

Requirements for the BridgeInspectTM Collector 

� A screen resolution of at least 1024 x 768 (1280 x 960 preferred) 

� A computer system with at least a 1 Gigahertz (GHz) processor with 1 gigabyte (GB) of random-access 

memory (RAM) for optimal performance 

� Internet Explorer 6.0 or higher 

� Adobe Acrobat Reader 6.0 or higher 

� For the Laptop version, 10 GB of free disk space are required. This is required for the application and basic 

data associated with the bridges. Since the system will be storing all of the pictures and attachments related 

to the bridges, additional space may be required depending on the number of inspections and amount of 

pictures. 

Versions (Laptop/Online) 

The BridgeInspectTM Collector has 2 separate versions: laptop and online. The laptop version is designed for 

inspectors to begin the inspection report process while in the field. There is no need for an Internet connection and it 

has the same exact layout as the online version. The data retrieved on the laptop can be synchronized to the server, 

which will transfer all the data to the online version and retrieve any relevant data changes. The online version is a 

Web-based program that inspectors will use in the office for completing, reviewing, and submitting reports. 
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How to Log In to the BridgeInspectTM Collector Web Site 

1. To log in to the BridgeInspectTM Collector site, open your Internet browser and type http://inbridges.com/ or 

https://myweb.in.gov/INDOT/bridges/ into the address bar. This information should have been provided to 

you in an e-mail or given to you directly by an administrator. 

� Below is what the login page should look like. 

 

 

2. Once the login page is uploaded, you can create an icon on your desktop (a shortcut to the BridgeInspectTM 

Collector Web site) so it will take you directly to the login page with one click. To create a shortcut icon, 

follow these steps. 

� From the login page, right click on the page. 

� From the options listed, select “Create Shortcut” and click the OK button. 

3. To enter the BridgeInspectTM Collector site, type your username and password into the appropriate fields 

and click the Login button. Note: Your user name and password should have also been provided to 

you by an administrator. However, once you log into the system, you are able to change your 

password. This will be covered later in the user manual. Once you log in, the BridgeInspectTM Collector 

Main Page will appear. 

� If for some reason there is an error with your user name or password, a message will appear in red 

at the top-left-hand corner that says, “User name/password failed!” If this happens, try again to 

assess if it was a typing error. If this is not the case, contact your administrator to see if you have 

the correct login credentials. 

� Note: If a user forgets his or her login information, he or she must contact a system 
administrator to have the password reset.  
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How to Log In to the BridgeInspectTM Collector Laptop Version 

1. The BridgeInspectTM Collector will be installed on your laptop/tablet computer and does not require an 

Internet connection to run. It is designed to be utilized in the field. To open and log in to the 

BridgeInspectTM Collector, find the icon on your laptop and double-click it. This will lead you to the login 

page where you will need your user name and password. 

2. Next, type in your login credentials and click the Login button. 

� Below are what the icon and login screen should look like. 
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How to Change Your Password 

1. From the BridgeInspectTM Collector Main Page, place your mouse over the Main tab at the top left-hand 

corner of the page. A drop-down menu will appear. Choose the “Change Password” option. 

� Below is what the page should look like. 

 

 

2. The page will upload, displaying your user name. Type your old password into the appropriate field, and 

then type the new password that you want and confirm it. Click the Change Password button. The next time 

you log in, use the new password to enter the BridgeInspectTM Collector Web site. 

� Important Note: Once a user has changed his or her password in BridgeInspectTM Collector, 

the password will automatically change in BridgeInspectTM Manager, as well. Also, the 

password will be updated on the laptop after it has been synchronized. 

How to Logout Securely 

1. The software does not have an auto-logout feature, which means you must manually log out of the system 

every time. This is a security precaution and should be preformed when not actively using the software. The 

option is found under the Main tab and is called “Logout.” 
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How to Navigate Back to the Main Page 

1. There are 3 ways to return to the Main Page at any given point in using the software. The simplest way is by 

clicking on the Indiana Department of Transportation (INDOT) logo in the top left-hand corner of the page. 

This will automatically take you back to the main page. 

2. Another way to return to the Main Page is by using the tabs across the menu bar. Go to the Main tab and 

click the “Main Page” option in the drop-down menu. 

 

3. When the other 2 options are not available as a result of a report being open, you must click on the Main 

Menu tab at the top right-hand corner of the page in order to be directed back to the Main Page. Below is a 

screenshot showing where this Main Page link is located when an inspection report is opened. This will be 

on every form in the report. 
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How to Use the Quick Select Field 

1. The Quick Select field is located at the top right-hand corner of the main screen. The Quick Select field is 

designed for you to find the asset you are looking for without having to filter or drill down. This can save time 

when trying to find an asset. The Quick Select field uses alphanumeric text to bring back up to 20 assets 

that match what has been entered. Note: You do not have to know the entire asset name, but only part 

of it. Type in what you know about the asset and find the asset from there. 

2. Begin typing the portion of the asset name you know into the Quick Select field. For example, the asset’s 

name you are searching for contains “092.” Type that into the field and the first 20 assets which contain 092 

in their names will appear. Then, use the returned results from the drop-down menu to find the asset for 

which you were searching. 

� Below is what the Quick Select field should look like when you are searching for a particular bridge. 

 

 

3. You can navigate through the drop-down menu by placing your mouse in the box and scrolling, or using the 

arrows on your keyboard. You can add more information into the Quick Select field and it will narrow your 

choices even further. Notice the asset you are currently using is highlighted in yellow. 

4. When you find the asset you are searching for, click on it, or press the Enter key on your keyboard to open 

the bridge information page. 
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How to Check Your Messages 

1. Located at the very top of the page on the right-hand side, you will find a Messages section. It will tell you 

how many messages are new and will have the word “view” in parentheses as a hyperlink. 

2. In order to view your messages, simply click on the View hyperlink. This will direct you to a page that has 

new read and unread messages. 

� Below is an example of what the Messages section on the main screen looks like. 

 

 

How to Navigate to the BridgeInspectTM Manager 

1. There is a link that directly connects the BridgeInspectTM Manager site from the Collector Page. Place your 

mouse over the Main tab. 

2. From the options available in the drop-down menu, choose “Main Manager Page.” This will take you directly 

to the Manager Login page. 
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View Asset Group 

1. Directly below the Quick Select field is the View Asset Group hyperlink. When you click on this hyperlink, a 

drop-down menu will appear which displays all the districts and counties in the state of Indiana. Scroll 

through the list and double-click on the asset group that you want. This will take you to a new page which 

will list all the assets within that district/county, as well as the information on each of those assets. 

� Below is an example of what the View Asset Group hyperlink should look like when you are 
beginning your search. 
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2. Once all the assets located in that district/county are displayed, you may scroll through the list to find a 

particular asset in an easy-to-view form. However, there can be a large number of assets, so you may want 

to use the Filter option to narrow your search and make finding the asset much easier. 

� For example, you want to find all assets in the Fort Wayne District which have a Logmile Over 

value containing “12.6”. Click the View Asset Group hyperlink, select Fort Wayne from the drop-

down menu, and run a filter. Select “Logmile Over” from the “by” drop-down menu, and type “12.6” 

in the second field. Then, click the Filter button. Now, the software will return all assets in Fort 

Wayne that contain “12.6” in the “Logmile Over” column. The screenshot below is an example of 

this process. 
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How to Create an Inspection Report 

1. From the BridgeInspectTM Collector Main Page, scroll down the screen until you reach the Filter section. 

� Below is what the section should look like. Notice there are several levels to the tree search on the 

left-hand side. The highest is the State of Indiana. Below that are County Bridges and State 

Bridges options. 

 

 

1. Expand the county/state levels by clicking on the plus symbol next to either of the options. The tree search 

will now display all the counties located in the state of Indiana, or all the districts within the state. Next, click 

on the plus symbol next to a specific county/district to view all the bridges located in that county/district. 
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2. After you have expanded the tree search to find the asset, double-click on it to upload the asset’s 

information and to create an inspection report on the right-hand side. When you do this, the asset will 

become highlighted from the list on the left-hand side and the asset’s data will appear in the blank area from 

the previous screenshot on the right-hand side. The data will contain the Asset Details and Report Details 

sections. Click the Create Report button on the far right-hand side of the screen to begin a new report for 

that particular asset. Note: In the Report Details section, you would be able to see if any in-progress 

reports existed, as well as all past reports. For example, you want to create a report for a bridge located 

in Boone County. Below is a screenshot displaying this process. 

 

 

3. Immediately after clicking the Create Report button, a new report will be generated. You may begin adding 

information or editing the report at this point. Note: When a new report is generated, the Central 

Database values will automatically fill the report. The Central Database values are the most current 

information on the asset. This data is generally from the previous inspection report. All the data 

pieces highlighted in yellow are Central Database values. When you change any Central Database 

values in a report, the field will change from yellow to white. Also, the inspection report will begin 

with the inspection report information page. 
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How to Edit a Report 

1. The main screen on the BridgeInspectTM Collector Main Page contains every report that a person has the 

authority to access. This includes reports that are in progress, reports that are in progress on a laptop, 

reports submitted for approval, and reports that were recently approved. An inspector has the ability to go 

back into a report and edit the information at any point in time before the report is approved. Once the report 

is approved, it is a final, legal document for that point in time and cannot be edited. To edit a report, start by 

selecting the status of the report from the sub-tabs (In Progress, In Progress on a Laptop, Awaiting 

Approval, and Recently Approved).For example, if you click on the Awaiting Approval tab, this will display all 

assets that are submitted for approval. 

� If using the software via the online version, users can edit reports in the In Progress and Awaiting 

Approval tabs. Reports in the In Progress on a Laptop tab can be viewed, but not edited, on the 

server. Conversely, when using the laptop version, only reports in the In Progress on a Laptop tab 

can be edited. However, users can upload and download reports between the laptop and server as 

needed. 

2. Next, locate the report that you wish to edit and click on the Edit Report icon ( ) on the right-hand side of 

the screen. This will open the report and allow you to make the necessary changes. 

� Below is a screenshot of what the page should look like: Notice the Awaiting Approval tab is 

selected at the top. This shows a list of all the submitted reports awaiting approval to which the 

user has access. 
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How to Navigate Through the Report Forms 

1. To navigate through the report forms, use the main tabs across the top of the page (e.g., SI&A tab) of a 

report. Each one of the main tabs has numerous sub-tabs, which are displayed under the main tab when it 

is selected. The selected tab will become highlighted in yellow to show you that it is active. When a sub-tab 

is clicked on, it will also become highlighted and will open that form in the inspection report. This will allow 

you to add or edit the necessary data in the appropriate fields. 

� Below is a screenshot displaying the main and sub-tabs. Notice they are highlighted in yellow. 

Also, the fields which were pre-populated with Central Database values are highlighted within the 

actual form. 

 

 

2. To begin typing the data into the report, click inside the first field and type the information. In the above 

example, the field would be “Design Load.” In order to move to the next field, press the Tab key on your 

keyboard, or use your mouse to click inside the next field. You may use the Tab key to navigate through the 

entire form. 

3. To move to the next form, use your mouse to click the next sub-tab. If there are no more sub-tabs, click the 

next main tab. 

� Important Note: There is not a Save button when entering or editing information within a 

report. Instead, the information is saved instantaneously when you move to the next field. 
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How to Use the Right-Hand Side Bar 

1. The right-hand side bar is an area within each form that displays information associated with a particular 

highlighted field. When a field is selected in a report, the right-hand side bar becomes occupied. This will 

provide access to Details, Pictures, Manuals, Central Database Values, or Field History attached to the 

specific field. To view or to add information to one of these options, click on the corresponding blue bars in 

the right-hand sidebar and the section will expand. 

� The first screenshot below displays the right-hand side bar within the software. The second 

screenshot below shows a close-up view of the right-hand side bar in use. 
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How to Review a Report PDF, Submit a Report for Approval, and Delete a Server 

Report 

1. In order to review, submit, or delete a report, you must first select the status of the report. Again, this is done 

by selecting the In Progress or Awaiting Approval tabs. Next, navigate through the list of reports and locate 

the correct report. Now, click the Action icon ( ) located on the right-hand side of the page. When you do 

this, the entire row will become highlighted and a Select Option pop-up box will appear. This allows you to 

select the appropriate action. 

� Below is a screenshot that displays the available actions. 

 

 

 

2. Choose the appropriate action by clicking one of the radio buttons next to the options. Once you select the 

option, the software will execute the command immediately, or ask you if you are sure. 

3. If you select the “View Report PDF” option, a pop-up box will appear, allowing you to generate the entire 

Output Report, or choose which individual sections to view. This page also allows you to set the specifics 

about how the Output Report will be viewed. For example, you can set the ordering of the pages, exclude 

certain sections, view individual sections apart from the entire report, select a cover page, add 

sections/attachments, or simply view the entire PDF. 
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� Below is an example of what the “View Report PDF” action pop-up box would look like. 

 

 

4. If you select the “Submit Report for Review” option from the Select Option pop-up box, this will move the 

current report in progress to the Awaiting Approval tab, where it will stay until it is approved by a manager. 

5. By selecting the “Delete Sever Report” option from the Select Option pop-up box, this will delete the 

selected inspection report. It will not delete the asset entirely, or previous reports for that asset, but only that 

selected inspection report. When you select this option, a pop-up window will appear that says, “The 

inspection report will be deleted. Click OK to continue.” This will ensure only the reports that are meant to be 

deleted are the ones actually deleted. Click the OK button to proceed, or click the Cancel button to cancel 

the action. 
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How to Approve a Final Report; Stop the Review Process, Submit a Report for 

Review, and/or View the Audit Report 

1. In order to perform the Approve Final Report or Stop Review Process actions, begin by selecting the clicking 

the Awaiting Approval tab at the top of the Main Page. Next, locate the correct report and click on the Action 

icon ( ) to the right of the report. 

2. The asset will become highlighted and 6 options will become available in a pop-up box. Of the 6 options, 

you have already reviewed 2: “View Report PDF” and “Delete Server Report.” 

� Below is an example of what the page should look like. 

 

 

3. By selecting the “Stop Review Process” option, you are moving the report out of the approval process and 

into the In Progress tab again. This is done immediately when you select the option; it will not ask you for a 

confirmation. It is very easy to resubmit a report for approval. Follow the steps in the “How to Review a 

Report PDF, Submit a Report for Approval, and Delete a Server Report section of this manual. 

4. When you select the “Approve Final Report” option, the report becomes finalized and cannot be edited, 

unless a manager selects “Undo Approval” at a later time. 

5. If you select the “Submit Report for Review” option, you are passing the report along to another person 

before the report is approved. This is used in cases where the report has to be reviewed by multiple parties. 

6. Finally, selecting the “View Audit Report” option will show the users all the changes that were made to the 

report.  
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How to Use the Filter Function 

1. Select the Filter Assets drop-down menu. There will be a list of filter criteria to choose from, such as; “Asset 

Code,” “Asset Type,” “Feature Intersected,” “Location,” and “District Code.” You can filter using any one of 

the options, or another available option as well. Note: Choose the criterion for which you know the 

most. 

2. After you select the filter option, type the information that relates to the option in the field to the right. Note: 

You do not have to know all of the information on that asset, but only pieces of information on the 

asset in which you are searching. For example, you know the name of the bridge contains the 

number “500.” When you type that into the field, the filter will only return assets with “500” in their 

names. 

3. After typing the parameters, click the Filter button. Once you do this, the tree search on the lower left-hand 

side will condense to show “State of Indiana.” Click on the plus sign next to it and the tree search will 

expand, but will be limited to only the districts/counties which have assets that meet the filter criteria. 

4. Click the plus sign next to the district or county where the asset is located. This will expand to display all the 

asset names. For example, the asset you are searching for is located in the Crawfordsville District and it is 

the only drill down option. Click on the asset’s name to open the bridge information. It will appear in the 

open area to the right of the tree search. Note: You can also create an inspection report through this 

process. 

� Below is an example of what the screen should look like when filtered and drilled down to a district. 
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How to Use an “And/Or” Filter 

1. Begin the same way as you would if you were using a basic filter. After you enter information for the first 

parameter, a small drop-down menu option will appear below the first field. This will have 2 options: “And” or 

“Or.” If you choose “And”, the filter will look for the asset that contains both the first and second parameters 

together. If you choose “Or,” the filter will return the assets which contain either the first or the second 

parameters you entered. Note: The “And” option conducts a narrower search because the asset has 

to have both of the qualities in order to pass through the filter. 

2. After you select either the “And” or “Or” options, type in the other parameter. Note: You do not have to 

stop after you type the second credential (this will be covered in the next section). You may 

continue until you reach the maximum of 3 criteria for the filter to use. 

� For the below example, the asset we are looking for is a bridge located in Hancock County. It has 

the number “250” somewhere in its asset code and its name contains the number “50.” You could 

use an “And/Or” filter to locate the bridge. Below is a screenshot displaying the criteria, the tree 

search, and the bridge information. 
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How to Use a Multiple Criteria Filter 

1. As another example, you want to find all the bridges within the Seymour District that have the District Code 

“06,” and have either a Post of “37” or “38.” Perform the same exact process as previously, but when you 

get to the second “And/Or” field, choose “Or” and type “38” into the field. 

2. Click the Filter button, and then click on the plus sign next to “State of Indiana” to expand to all the 

districts/counties. Click on the plus sign next to Seymour and all the bridges within District Code “06” which 

contain either a “37” or “38” Post number will be viewable. 

� Below is an example of a multiple criteria filter. 

 

 

 
� Note: There is not a defined way to enter criteria into the filter. You can use any combination 

of “And/Or” filters as you search for an asset. 
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How to Attach a Single Picture to a Report 

1. The BridgeInspectTM Collector Software is designed to allow the user to upload and organize pictures, 

videos, and other files in order to create a more descriptive, accurate report. In order to attach a picture to a 

particular report, begin by opening the report for that asset. Note: In order to link a picture to a specific 

field, the picture must already be attached to the report. 

2. Once the report is opened, click on the Rpt. Info tab. From there, click on the Pictures sub-tab. 

� Below is an example of the Pictures sub-tab. Notice, there are 2 applets available for attaching 
pictures: Attach Files/Picture and Attach Multiple Files/Pictures. Attaching multiple files/pictures will 

be covered later in the user manual. The Attach File/Picture applet is the default setting. 
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3. Click the Browse button. This will open a window to locate the pictures that are saved on your computer. 

Find the location of the file and open it. To make it easier to find the pictures you want to add, click the 

Views button, which is labeled in the screenshot below with an arrow. Choose the large icon option and the 

picture thumbnails will become visible. Click the picture you want and click the Open button. This will 

automatically place the file in the appropriate place to be attached. Note: This process uses the Windows 

Vista operating system. For instructions on performing these actions on another operating system, 

please contact your system administrator. 

 

 
4. Move to the File Type field and select picture. Note: The picture should be in either .jpg or .gif format. 

Next, type the date the picture was taken and a description of the picture. Click the Attach button to attach 

the picture to the inspection report. 
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Attaching Multiple Files/Pictures to a Report 

1. This feature is a very fast and efficient way to attach all needed pictures to a report at one time. Instead of 

attaching each picture one by one, the inspector can select all the pictures from the inspection that they 

want in the report and attach them quickly and efficiently. 

2. Begin by navigating to the Pictures sub-tab. Once the sub-tab has opened, you must select the Attach 

Multiple Files/Pictures applet. Note: In order to attach multiple pictures quickly and easily, you must 

have Image Uploader ActiveX installed on your computer. This only needs to be installed once. The 

first time the software is used it may automatically prompt you. If not, click the Help tab located on 

the Main Page and select the “Help with Multiple Photo Upload” option. 

3. Click the Browse button and locate the pictures you want to attach to the report. You can select only the 

individual pictures you want, or you can click the Select All button at the bottom of the page to attach every 

picture. 

� Below is an example of a multiple picture upload. From here, you can select the individual photos 

you want to attach, edit the descriptions, or click the Select All button before attaching the pictures 

to the report. When a picture is selected, there will be a checkmark in the upper left-hand corner of 

the picture. 

 

 

  



 INDOT BIAS 5.0 Collector Manual 
 

 Page 27 

4. You can add descriptions/captions for each picture by clicking the Edit Description… hyperlink located under 

each picture. Clicking this hyperlink will open a field where you can type the description. Once you are done, 

click on the OK button. This will create a description for the picture when it is attached to the report. Below is 

a screenshot showing how to edit/add a description. 

 

 

 
5. After you have chosen the pictures you want to attach to the report and have added the descriptions, click 

the Attach button. Click the Pictures sub-tab and verify all the pictures have been attached properly to the 

report. 
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How to Link a Picture to a Specific Field 

1. As mentioned earlier, in order to link a picture to a specific field in a report, the picture must have already 

been attached to the report. The way in which you link pictures to a field is through the right-hand sidebar 

located on each inspection form. 

2. Start by selecting the field within the inspection report to which you want to link a picture. The right-hand 

side bar for that field will have a Pictures bar. Click it and the area will expand. There will be a message 

saying, “There are no pictures linked to this field,” or there will be pictures visible which were previously 

attached. Now, click the Select New Picture button and choose which picture (from the ones that were 

attached to the report) you wish to be linked to the field. Note: Before linking pictures, they must first be 

uploaded to the report. 

� Below is a screenshot that demonstrates the beginning process. 

 

 

 

  



 INDOT BIAS 5.0 Collector Manual 
 

 Page 29 

3. Choose the picture(s) you want to attach to the field from the pop-up window by clicking the checkbox next 

to the picture(s). When finished, click the Attach Files button. Now, whenever that field is selected in the 

future, the picture(s) will appear in the right-hand sidebar. Below is an example of the pop-up window which 

provides all pictures you can link to the field. 
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How to Set a Picture as the Cover Page and How to Include a Picture in a Printed 

Report 

1. To set a picture as a cover to a report, and to include a picture in a printed report, begin by clicking on the 

Rpt. Info tab and then click the Pictures sub-tab. This will open the page containing all the pictures that are 

attached to the report. 

2. From here, each picture will have the options to include it in the printed report and set it as cover picture. 

These options can be selected and deselected using checkboxes, which are located underneath each 

picture. 

� Note: Only one picture can be set as the cover picture at a time, but every picture can be 

include in the printed report. The default setting automatically includes every file attached 

in the printed report. This is only done on the OVERALL ASSET INSPECTION REPORT. The 

County Summary Report Book will include a cover page of 4 pictures and a drawing. The 

first 4 pictures in the inspection report will populate the Asset Cover Page for each bridge in 

the Inspection/Inventory Reports section of Book 2. 
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How to Change the Picture Ordering in a Report 

1. Begin by clicking the Rpt. Info tab and click the Pictures sub-tab. This will open the page containing all the 

pictures that were attached to the report. 

2. As you can see from the screenshot below, above each picture there is a small field with a number inside. 

This is the order in which the pictures were attached to the report. You can change the order of the pictures 

by simply typing in the number you want in the field. After typing in the number, you must click the Change 

Photo Ordering button for the changes to take effect. Once you do this, the software will automatically adjust 

every picture and place all of them in the correct order. 

� For example, you want picture 5 to be the first picture in the report. You would change the number 

5 to a number 1and click the Change Photo Ordering button. Now, picture 5 will be the first picture 

in the report, picture1 would be moved to picture 2, etc. 
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How to Edit Which Forms Appear With a Report 

1. First, you must select the report and open it. 

2. Click the Rpt. Info tab and then click the Forms sub-tab. This will open a page containing all available forms 

within the software. The forms are grouped according to the main tabs they fall under. If the form is included 

in the report, then there will be a check next to that form’s name. Note: The default setting is to include 

every form in the report. 

3. If you want to exclude a particular field from a report, simply uncheck the box next to the form. 

� Below is an example of what the Forms sub-tab should look like. The screenshot is displaying only 

a few of the many forms available. 
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How to Manage the Report Sections of a Report 

1. Before you can edit the Report Sections of a report, you must first choose which report these changes will 

effect and click the Edit Report icon ( ). 

2. Click the Rpt. Info tab and then click the Rpt. Sections sub-tab. This will open a page containing all report 

sections. The page will allow you to manage what the report will look like when it is printed and what 

sections will be included in the report. 

3. When the page opens, you will see all report sections along with as the following options: 

� Add Sections/PDF Attachments button 

� View PDF button 

� Remove Section checkbox 

� Order field 

� Section Name field 

� View hyperlink 

� Print checkbox 

�  Include in Table of Contents checkbox 

� Insert Cover Page Before Section checkbox 

� Show Page Number checkbox 

� Show Footer checkbox 

� Save Order Changes button 

 

� Below is an example of what the Rpt. Sections sub-tab should look like. 
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4. From this point, you have several different options. For one, you can view each report section individually by 

selecting the View hyperlink next to each section. You can view the entire report in PDF format by clicking 

the View PDF button at the top of the page. By checking a box, you can include or exclude a section from 

the entire report, from printing, and from the table of contents. Also, you are able to reorder the sections. To 

do this, change the section number to what you want by clicking in the field and typing the number. The rest 

will automatically update. Remember to click the Save Order Changes button. 

5. If you wish to exclude a report section from the report, click the checkbox next to the section under the 

Remove Section column. This will exclude this section from the report. Note: If you wish to add the 

section back in, you must follow step number 7 below. 

6. If you wanted to add a PDF attachment to the printed report, click the Add Sections/PDF Attachments button 

and find the PDF file you wish to add by click the Browse button. Click the Upload button and the 

attachment will be added to the report. 

 

 
� Note: Name the new attachment by using the field under the File field. Also, the default 

selected settings for the new attachment are Print, Show Page Number, and Show Footer. 

However, these can be changed using the checkboxes when the file is uploaded. 
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7. If you have previously excluded a standard report section from the report, you can add that section back in 

easily. Click the Add Sections/PDF Attachments button and open the Add Report Section by clicking the 

Expand button. This will display all standard sections which are not included in the report. Select the ones 

you wish to add to the report and click the Update button. Close the window and the sections will be added 

back into the report. Note: When the section is included again, it will be at the bottom of the report, so 

you may want to reorder the sections. Below is a screenshot of this process. 

 

 

 
8. Report sections can be grouped for easy access to view and print only the forms you need for a report. For 

example, instead of going through and excluding all the sections you don’t need, you can simply choose a 

group and only the predefined forms will be included in the report. This is shown below. 
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How to Add a Comment to a Report 

1. In order to further enhance the quality of an inspection report, there is a report section that allows inspectors 

to add notes to the report, or to give a more detailed account of the inspection. 

2. To add a comment to an inspection report, first locate the asset and click on the Edit Report icon ( ) next 

to its report. Click the Rpt. Info tab and click the Notes sub-tab. This will show all notes previously attached 

to this asset. 

3. To add a new comment, click the Create New button at the top left of the page. The new comment will 

generate at the bottom of the page. Begin filling in the fields with the appropriate information. The note will 

automatically save. 
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How to View the National Bridge Inventory (NBI) Calculations from an Inspection 

Report 

1. To view and recalculate the NBI calculations, start by clicking on the Edit Report icon ( ) for the necessary 

asset. From this point, click the Rpt. Info tab and then click the NBI Calcs sub-tab. 

2. This will take you to the page where all the NBI calculations are determined. Notice that there are 3 NBI 

fields, along with their values at the top of the page. These are fields that are directly linked from the forms 

and are used to calculate the sufficiency ratings and determine the classification of the asset. 

� Below is a screenshot that shows the NBI Calcs tab: 

 

 

� Note: Official values are only obtained via the Federal Highway Administration (FHWA) from 

the annual submission. This will be updated by a system administrator once the data has 

been evaluated and returned to INDOT. 
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How to Perform an Error Check 

1. To perform an error check using the FHWA Edit/Update log, you must first click the Edit Report icon ( ) for 

the correct asset. 

2. Next, click on the Rpt. Info tab click the Error Check sub-tab. 

3. When you click this sub-tab, the error check will automatically begin. When the page opens, you will be able 

to see all errors throughout the report. These errors can range in variety and are composed of FHWA error 

checks and any customized INDOT error checks. 

� Below is a screenshot of a typical error check for an inspection report: 

 

 

4. As you can see above, the error check shows the location of the error, as well as why it is an error. This 

significantly reduces errors throughout the inspection reports and allows for quick reviews before submitting 

for approval. 
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How to View Historical Inspection Reports 

1. The BridgeInspectTM Collector software keeps all historical reports and data within the database as far back 

as permitting. These past reports are useful in several ways and are a valuable source of information to 

asset owners. The software allows the inspector to use the last inspection report data to pre-populate many 

of the reporting fields when starting a new report. All available fields are filled in and highlighted yellow. 

When a field is changed, the color changes to white. This not only saves time by not having to type in 

repetitive data from year to year, but it also highlights the changes from the previous inspection report. 

2. To view a historical report, begin by navigating to the Main Page of the software. Use one of the search 

functions (Quick Select, Tree Search, or Filter) to find the asset you are looking for. 

3. Once you have found the asset, open the asset detail page by clicking on the asset. Scroll down to the 

Report Details section and find the Approved Reports heading. Under the Approved Reports heading, click 

on the Action icon ( ) and select the “View Report PDF” action. 

� Below is an example of what your screen should look like. When you click the radio button next to 

the “View Report PDF” action, this will open a window that will allow you to choose how you want 

to see the PDF. 
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4. This window allows you to control how you view the report PDF. For example, if you want to locate only the 

load rating for the asset in 2007, you can choose the report section that has that data in it and view/print that 

particular section. As you can see from the screenshot below, there are numerous ways to manipulate the 

PDF to get the information desired, including excluding sections, reordering the sections, editing the section 

name, viewing one section at a time, printing, managing what sections are in the table of contents, and 

assigning a picture from a section to the cover page. 

 

 

 
5. After you have selected the way in which you want to view the PDF, click the View PDF button and find the 

historical information you need. 

� Note: Past reports not completed with the BridgeInspect™ Collector software can be 

scanned in and uploaded to the Manager. These past reports are accessible via the Manager 

component. 
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How to Edit a Picture Using InspectTech’s Image Editor 

1. The image editor is a powerful, new tool that allows inspection pictures to be more enhanced and beneficial 

to the inspection report. Inspectors have the ability to edit the pictures attached to their inspection reports by 

cropping, adding lines/circles/boxes around important details, having text written directly on the picture, and 

many more capabilities which add to the usefulness and visibility of the picture. 

2. To begin, locate the desired asset and its inspection report, then click the Edit Report icon ( ). When the 

report is generated, click the Rpt. Info main tab and then click the Pictures sub tab. 

3. You will be able to see all the pictures attached to this inspection report. Find the picture that you would like 

to edit, or attach another picture and click on the “Edit Image” icon, located underneath the picture. Below is 

a screenshot showing where the image editor icon is located. 

 

 

4. Click the icon and it will take you directly to the Image Editor. The picture will automatically upload into the 

editor and be placed on a canvas. At this point, you can begin editing or making modifications to the picture. 
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� Below is a screenshot of the Image Editor when it is first opened. Notice on the top of the screen 

there are 3 buttons: Save Image, Load Customizer, and Exit Without Saving. There are also 4 

other buttons which are outlined in red in the screenshot: Edit, View, Modify, and Full screen. The 

Edit button allows you to perform basic functions, such as Undo, Redo, Cut, Paste, Copy, and 

Delete. If you click the View button, it allows you to add a grid to the canvas or allows you to view 

the toolbox. If you click the Modify button, it permits you to change specific characteristics of the 

picture, such as its contrast and brightness. The Modify button also enables you to crop the image 

to the appropriate size or to eliminate unwanted objects/background in the picture. 

 

 

5. Finally, the Modify button also has a Reset Modifications button in case you make changes that are 

unwanted. The Full Screen button shows you an enlarged version of the screen. This is so the user can see 

the picture better and make changes with better accuracy. 

6. To begin editing, select one of the tool options on the left-hand side of the screen, or you can click the Edit, 

View, or Modify buttons. To see which tools are which, you can place your mouse over the icon and its 

name will appear. The tools allow you to add boxes, circles, lines, text, and hand drawings to the picture in 

the form of layers. These layers are controlled by the 2 sections on the right-hand side of the screen: Layer 

properties and Layers – Templates. 
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7. For example, you want to add a box around an important portion of a bridge, and also add some text 

describing what the box was displaying. When the user adds these 2 features to the picture, they become 

their own layers and are shown in the Layers section. When a layer is selected, its properties are shown in 

the Layer properties section. A user can edit those properties in this section which will change the way the 

object is viewed in the picture. 

� Below is a screenshot showing the layers and their properties: Notice how the text layer is 

highlighted and how the text layer properties are shown in the Layer properties section. If you 

wanted to see the layer properties for the box, all you would have to do is click on the Rectangle-1 

layer in the Layers section. 

 

8. If you want to move the text closer to the rectangle, you could go to the Layer properties section and adjust 

the X and Y coordinates by using the up and down arrows. If you did not want the text in the picture 

anymore, all you would have to do is select the text layer and press the Delete button on your keyboard. 

You can also hide a layer by clicking on the “eye” icon in the Layers section. This will toggle the layer on and 

off, giving you the ability to focus on one layer at a time. 

� There is another way to move a text layer. The “arrow” icon right above the picture will allow you to 

grab a layer and move it anywhere on the canvas. This is quicker than using the X and Y 

coordinates.  

9. Once you are done making modifications and editing the picture, you have 2 options: Save Image or Exit 

Without Saving. If you click the Save Image button, it will take you back to the Pictures tab. The new image 

will not be visible until you click on the green refresh button underneath the image. If you click the Exit 

Without Saving button, it will also take you back to the Pictures tab, but the picture will remain unmodified. 

Note: The best way to learn how to use the image editor is to practice. The more you use it, the 

easier it becomes to operate.  
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How to Create a New Asset 

1. The BridgeInspectTM Collector software is not only a means of completing reports and a tool to aid in the 

overall inspection process. With the necessary permissions, the BridgeInspectTM Collector software can also 

serve as a means to perform administrative tasks for inspectors. These tasks include managing assets and 

user assignments; security tasks, such as editing users; managing roles and form security; and finally 

audited reporting. 

2. To create a new asset, place your mouse over the Administration tab on the Main Page and select the 

“Manage Bridges” option from the drop-down menu. This will display a page called “Manage Assets and 

User Assignment.” From there, choose the district or county where the bridge is located. 

3. Click on the [Create New Asset] option on the left-hand side, which is under the correct district/county. This 

will generate the page where you will actually create the asset in the system. 

� Below is an example of how to create a new asset. For this example, you want to create a bridge in 

Brown County, Indiana. 

 

 

4. Fill in the appropriate information, starting with the Bridge Number field. Do not forget the checkboxes at the 

bottom, which may apply to some assets. Click the Save button when you are finished, or click the Save and 

Create More button if you still have more assets to create. 
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How to Edit an Existing Asset 

1. Another administrative task that an inspector with the correct permissions can perform is editing assets. Just 

like creating a new asset, the inspector can log on to the software and actually edit the asset itself, such as 

its name, code, type of structure, its type of report required, and the status of the structure. 

2. To begin, place your mouse over the Administration tab on the Main Page and select the “Manage Bridges” 

option from the drop-down menu. From here, choose the asset you wish to edit from the tree filter and click 

on it. This will open a window in the area directly to the right of the tree.  

� Below is a screenshot of what the page should look like at this point. 

 

 

3. Now enter the information that you need to edit on the asset and click the Save or Save and Create More 

buttons. 
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How to Archive a Bridge 

1. Archiving a bridge basically has the same effect of deleting it from the current report cycle except there is 

one difference: it saves all of the information pertaining to the bridge for future access, but excludes it from 

reporting/searching. 

2. Place your mouse over the Administration tab on the Main Page and select the “Manage Bridges” option 

from the drop-down menu. Now, select the location of the bridge using the tree on the left-hand side and 

click on the bridge you wish to archive. 

3. On the right-hand side of the page there will be an Asset Information section. Locate the Asset Status  

drop-down menu field and select “Archived” from the list that appears. 

4. Click the Save button. 

How to Delete a Bridge 

1. Archiving a bridge will remove the bridge from the active list while still keeping the historical records. 

Deleting a bridge will completely remove the bridge from the software, including the historical records. Note: 

There is not an Undo option. Once you delete the bridge, it is permanently deleted. 

2. Place your mouse over the Administration tab on the Main Page and select the “Manage Bridges” option 

from the drop-down menu. Now, select the location of the bridge using the tree on the left-hand side and 

click on the bridge you wish to archive. 

3. On the right-hand side of the page there will be an Asset Information section. Locate the Asset Status  

drop-down menu field and select “Delete” from the list that appears.  

4. Click the Save button. 
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How to Add a New User 

1. Begin by placing your mouse over the Administration tab. From the drop-down menu, move your mouse 

over the “Security” option and then select the “Create and Edit Users” option. 

2. This will open up a new page called “User Management.” This is where you can create new users for the 

software. 

3. Begin by selecting the “Create New User” option in the list on the left. Fill in the new user’s information and 

assign a role and password. Note: The inspector will be able to change his or her password at a later 

time. You can select the user’s Role from the drop-down menu, or you can use the checkbox next to “Copy 

asset permissions from another user” and choose the person whose permissions are the exact same as the 

new user. This will make his or her Role and Member Of sections the same as the other person’s. 

4. When you click the Save button, the user will be created. The person’s user name will be his or her first 

initial then his or her last name (e.g., Ryan Miller would be rmiller). If there is another person with the same 

user name, the software will place a number after the user name (e.g., rmiller2). 

5. Click the Save button. 
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How to Edit/Delete a User 

1. Begin by placing your mouse over the Administration tab. From the drop-down menu, move your mouse 

over the “Security” option and then select the “Create and Edit Users” option. 

2. This will open up a new page called “User Management.” This is where you can edit or delete users. 

3. Select the user that you wish to edit from the list on the left, and make any of the necessary changes. If you 

are deleting the user, click on the user’s name and then click the Delete button. 

4. Click the Save button. 

� Below is a screenshot showing how to edit or delete a user’s information. 
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How to Run an Audit-Report 

1. The audit-report function provides a means to see all actions and changes made via the software. The 2 

types of reports available are Asset and Report Changes, or User Access. The Asset and Reports Changes 

report tracks any changes made to the structures and inspection reports. The User Access report tracks 

when each user accessed the system. 

2. To run an audited report, start at the Main Page. Place your mouse over the Administration tab. From the 

drop-down menu, select the “Audit Reports” option. Once you click on this, it will load a new page where you 

will enter the information about the audit report. 

3. From the Report Type drop-down menu, choose which type of audited report you wish to generate. Choose 

the date range from which you want the system to pull information. Type in the Inspector Name, Asset 

Name Contains, or Changed Object Contains fields to narrow the report to exactly what you want to find. 

Note: These 3 categories are optional and do not need to be filled out to run the report. 

4. When all the information is entered, click the Run Report button. 

� Below is a screenshot of what the page should look like. 
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How to Run Summary Reports 

1. Some users may have template reports already installed in the system that can be run quickly and printed. 

For example, every month you have to submit a report detailing all bridges past their inspection due dates. 

This is now a very easy and quick process. All you have to do is choose what specific report you want, and 

the system will automatically retrieve all bridges past their due inspection dates. 

2. In order to perform this function, begin by going to the Main Page and click the Reports tab. Select the 

“System Reports” option from the drop-down menu. This will generate the screen like the one below. 

 

3. Determine what kind of output you want the report to be generated as (PDF, HTML, or Excel) by using the 

Output Type drop-down menu. Next, find the report you need to run from the list of pre-existing reports and 

click on the run report hyperlink on the right side of the page. Below is an example of a summary report: 
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How to Create a County Summary Report Booklet 

1. The BridgeInspectTM Collector software allows Indiana County personnel the ability to view a summarized 

report on all of their bridges, in a single location, with the click of a button. These summary reports are 

specifically pre-designed for Indiana Counties and are automatically updated when information in the 

system is edited or added. This summary report provides information on numerous important topics, which 

are specifically included for the counties of Indiana. The summary reports provide a clear overview of the 

wellbeing of all the county’s bridges. Along with the special reporting sections, the County Summary report 

also includes the most current inspection report for each bridge in that county. Here are a few sections 

which are included in the County Summary Report Booklet: 

� Priority Schedule for Bridges 

� List of Safety Items Currently on Bridge 

� List of Needed Safety Improvements 

� Bridges that Must be Posted 

� Listing of Bridges that Must be Closed 

� Summary of Changes in 92A, 92B, and 92C 

2. To create a County Summary Report Booklet, use the tree search located at the bottom of the main page. 

Click on the plus symbol next to the “County Bridges” option to expand all the counties. Next, locate the 

county for which you want to create the summary report and click only on the county’s name. Now, scroll 

down to the Report Details section and click the Create Report button next to the report. Note: By clicking 

on the asset’s name, you will only see the county summary reports. 

� Below is a screenshot showing this process:  
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3. This will take you directly to the Rpt. Sections tab, which is where you will be able to view and print the 

entire book, or just certain sections of the book. The Rpt. Sections tab also allows you to add sections, view 

a PDF, and much more. Please refer to “How to Manage the Report Sections of a Report” section of this 

document for more information and assistance with the Rpt. Sections tab. 

� Below is a screenshot which shows the Rpt. Sections tab for a County Summary Report: 
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Picture Output in a County Summary Report Booklet 

1. The Asset Cover Page of the County Summary Report Booklet allows up to 4 pictures and one 

sketch/drawing to be attached. However, any additional pictures attached to an inspection report will be 

included as an appendix. The software will automatically do this for you and will process the pictures in the 

order in which they appear in the form. Therefore, you should order pictures the way in which you expect to 

see them in the Summary Report Booklet. 

2. For help with ordering the pictures in the report, please refer to the “How to Change the Picture Ordering of 

a Report” section of this document. 

Asset Cover Page 
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BIAS Issues (Contact Information) 

1. To report issues or to request additional technical support, please contact your systems 

administrator: help@inbridges.com, or visit Indiana’s BridgeInspect™ Web site at 

http://www.inbridges.com. 

2. If you need immediate assistance, please contact: 

� Gerald Nieman 

INDOT-Bridge Inventory 

317-232-5224 

gnieman@indot.in.gov 

3. For Licensing Purchases, or to reach InspectTech Sales, please contact: 

� sales@inspecttech.com 


